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Because of attempts to meet local needs and to econo¬
mize on cataloging costs, there Is a lack of uniformity In
cataloging practices In school, public, college and universi¬
ty libraries In the United States, Practices designed to meet
local needs are determined by such factors as curricula. Indi¬
vidual Interests and needs of clientele, the quantity and na¬
ture of materials to be cataloged, community environment, the
objectives of the institution of which the library is a part,
and the objectives of the library itself. Decisions to adopt
certain cataloging policies for economical reasons should be
influenced by local needs. The usefulness of Items on cata¬
log cards and the usefulness of various types of cards to
patrons should be considered before they are omitted.
Despite the variations in existing cataloging prac¬
tices, American card catalogs are rather unilbrm In the func¬
tions that they serve, Wright^ suggests three broad functions
of the card catalog — (1) it serves as a statement of the re¬
sources of a library; (2) it describes the resources of a
^Wyllis E, Wright, "Cataloging of Microfilm," Library
Journal, LXIII (July, 1938), 530,
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library; and (3) it indicates the location of these resources.
Cataloging policies or practices determine the degree to which
a card catalog serves these three proposes.
Purpose and Scope
The chief purpose of this study is to investigate and
record the practices employed in cataloging book aixi non-book
materials in three state colleges in North Carolina; namely,
the Agricultural and Technical College of North Carolina in
Greensboro, North Carolina College at Durham and Winston-
Salem Teachers College in Winston-Salem,
There are five state colleges for Negroes in North
Carolina, The remaining two such colleges, not mentioned
above, are Fayetteville State Teachers College and Elizabeth
City Teachers College, These two colleges are not included
in the study for the following reasons; the new librarian at
Fayetteville State Teachers College, who plans to do her own
cataloging, was in the process of orientating herself as to
administrative practices at the time this Study was under¬
taken; the catalog department of the Elizabeth City Teachers
College is not a separate unit , and, therefore, does not lend
itself readily to comparison.
To provide a description of the setting in which the
cataloging activities are performed, the study includes data
concerning (1) the history of the colleges and their libraries;
(2) the location of the catalog departments in relation to
other departments in the libraries; (3) the physical facilities
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and equipment of the catalog departments; (4) the number of
staff members and their qualifications and duties; (5) staff
manuals, and (6) the activities performed in the catalog de¬
partments.
The data pertaining to the actual cataloging processes
in the three colleges Includes information found in staff
manuals and that obtained through interviews. Descriptive
cataloging policies and practices, subject cataloging policies
and practices, book numbers, cataloging rules, filing rules,
reclassification, recataloging, records of files maintained,
and the cataloging of non-book materials are discussed also.
It is hoped that this study may be beneficial to all
those concerned with the libraries studied as well as to other
libraries with staffs and collections similar in size; and
with clientele having similar interests and needs to be served.
It may suggest ways of modifying cataloging practices so that
non-essential routines, catalog cards, and items on the cards
can be eliminated. The study has enhanced the author’s knowl¬
edge of cataloging and the administrative problems Involved,
Methodology
To collect data for this study, personal visits were
made to the Agricultural and Technical College, North Carolina
College, and Winston-Salem Teachers College on November 25,
26, and 27, respectively, A professional cataloger was inter¬
viewed at the Agricultural and Technical College and North
Carolina College; the head librarian was interviewed at
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Wlnaton-Salem Teachers College, Staff manuals were also con¬
sulted at North Carolina College and Winston-Salem Teachers
College; the staff manual at the Agricultural and Technical
College was in the process of evolving, A tour was made of
the libraries in order to observe the location of the circu¬
lation, reference and catalog departments, the stacks, the
elevators, and the book lifts.
Chapter II presents background material to enhance
the understanding of the cataloging practices described in
Chapter III, As a first step toward achieving this objective,
the values of knowing the history of a college and of its li¬
brary are enumerated.
As suggested by authorities, the criteria for evaluat¬
ing catalog departments are as follows: (1) location of the
catalog department; (2) physical facilities and equipment; (3)
staff and staff duties; and (4) staff manuals. Following a
general discussion of theevaluatIve criteria, each college
library is treated separately in terms of its history and the
four criteria. Organizational charts and diagrams lllustrat?*^
ing the location of the catalog, reference and circulation de¬
partments, stacks, book lifts, and elevators are included.
Chapter III presents an analysis of data pertaining
to cataloging practices in each of the three college libraries.
The author attempts to explain also the few deviations from
commonly used rules which may be useful to other catalogers.
Summary statements and conclusions are presented in
the final Chapter of this study.
CHAPTER II
ORGANIZATION OF THE CATALOG DEPARTMENT
Background Material
History of a College and Its Library
A knowledge of the history of a college and of the
history of its library is essential to the understanding of
why certain cataloging practices exist or why certain desir¬
able or undesirable conditions exist in the catalog or other
departments.
The catalog department exists to make satisfactory
public service possible, but careful planning is needed for
the department to function efficiently. Planning involves
external relationships. The catalog department head should
be aware of the activities of all departments in order to
make materials available promptly and economically. This
Involves close coordination with the order, acquisitions,
reference, circulation, and serials departments as well as
with branch and departmental libraries,^ The reference, cir¬
culation, and serials librarians are in a position to make
and should make suggestions to the catalogers which are con¬
ducive to more useful cataloging.
Whether or not the most efficient use is being made
^Maurice P, Tauber and Associates, Technical Services




of the personnel, equipment and. physical facilities of a cata¬
log department affects the quantity and quality of cataloging
done and it is reflected in the policies and practices of the
department. The extent to which qualified librarians have been
employed in the past and are employed at Ihe present time la
also reflected in the policies and practices of the catalog de¬
partment.
In addition, to further one’s understanding of why
certain cataloging policies and practices exist in a given col¬
lege library, one needs to be familiar with the curriculum of
the college, the individual interests and needs of its clien¬
tele, the quantity and nature of materials to be cataloged,
the community environment, the objectives of the institution
of which the library is a part, and the objectives of the li¬
brary since these factors help determine cataloging policies
and practices.
Location of the Catalog Department
The catalog department should be located so as to pre¬
vent wear and tear on the staff. Ideally, for convenience and
economy it should be situated near the order department, the
reference department, the public catalog, and the stacks.
This is necessary because the workers in the order and catalog
departments use the same records interchangeably, and the two
departments use some of the same biographical and bibliograph¬
ical reference tools
^Guy R, Lyle, The Administration of the College Li¬
brary (2nd ed,, rev; New York; H, W. Wilson, 1944), pp, yS-99,
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Cataloging necessitates freqient consultation of the
public catalog and reference books. Likewise, many trips are
made to stacks to examine or obtain materials. If locating
the catalog department ideally la contrary to the beat in¬
terests of the library in general, an official catalog or
duplications of reference tools may be necessary.
Physical Facilities and Equipment
The catalog department quarters should be sufficiently
spacious for the assurance of the unhampered movement of work¬
ers and book trucks. One-hundred square feet per cataloger
has been suggested by persona who have studied the problem of
sufficient space for catalogers. In spite of this suggestion,
most libraries allot 50 square feet instead of 100 square feet
per cataloger,^
Naturally there should be adequate ventilation and good
lighting for efficient production. For constant work, such as
that performed in a catalog department, 30 foot-candles are
required and the card catalog should have an illumination of
25 foot-candles on the horizontal surface of the file,^
A sufficient number of such items as desks, chairs,
tables, book trucks and typewriters are needed, in addition
to storage space and sinks.
^Tauber, op, cit., p, 290,
^Ibld.
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Staff and Staff Duties
The size of the catalog department staff depends on
the amount and type of work performed. If the cataloging is
complicated and the materials diverse and in difficult lan¬
guages, the need for more experienced staff members becomes
greater.^
For reasons of economy and efficiency, it is necessary
to make a distinction between the tasks that clerical workers
and those that professional workers should perform, Tauber^
enumerates, rather thoroughly, the non-professional duties
often performed in catalog departments} namelyi
1, Accessioning
2, Filing in the in-process file
3, Preliminary cataloging which eliminates clerical
routines from the cataloging process and helps
make newly acquired materials available to the
public as quickly as possible after arrival.
4, Simple cataloging - which includes the cataloging
of such material as (a) fiction, ^^venile works,
pamphlets and other minor materials and (b) the
adding of call numbers and added entries to
printed cards,
5, Recording serial additions and added copies,
6, Shelflisting,
7, Preparing books for the shelves- which involves
the affixing of any mark of ownership used, pasting
in book pockets and date slips, typing book cards,
labeling books, and cutting pages,
8, Preparing materials for the bindery,









Tauber^ also indicates that the following duties
should be performed by a professional worker in the catalog
department:
1* Establishing entries,
2, Making of unit cards,
3, Classifying of books,
4, Assigning subject headings.
5, Making decisions on the above four matters.
In spite of the fact that there are certain activities
of the catalog department that are labeled as non-professional
or professional, some professional catalogers find it neces¬
sary to perform non-professional activities because of the
shortage of qualified personnel.
Staff Manuals
It is recommended that a loose-leaf record be used
for staff manuals in order to facilitate revision, Tauber^
points out that the extent to which a library department
should go in listing procedures depends considerably upon
the size and diversity of the system, the nature of the per¬
sonnel, and the types and quantity of materials received,
Lyle® suggests that the catalog department manual
should contain the following three basic parts: (1) a descrip¬
tion of the department's organization, (2) a statement and in¬
terpretation of the functions of the department, and (3) a




Lyle, op^ clt>^ p. 116,
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routines relating to such matters as accessioning, cataloging
and classifying with an indication of variations from gen¬
erally accepted codes and classification schedules, card orders,
handling of special types of materials, flow of materials
through the department, mechanical preparation of materials,
preparation of cards, filing, inventory, compilation of statis¬
tics and special procedures for recataloging and reclassifying.
Tauber and Lyle also indicate several values of main¬
taining a staff manual, ”By promoting uniform understanding
and practice, it will contribute to staff efficiency and im¬
prove the quality of work,”^ The staff manual also reduces to
a minimum the need to repeat routine directions, facilitates
the training of new assistants, and makes available to adminis¬
trators and other staff members a statement of policy and pro¬
cedure,^
The Agricultural and Technical College
History of the College and Its Library
The Agricultural and Technical College was established
as the ”A, and M, College for the colored race” by an act of
the North Carolina General Assembly, March 9, 1891, It is a
land-grant college designated by this act of 1891 to teach
practical agriculture, the mechanic arts and such branches of
learning as relate thereto, not excluding classical
^Ibid.
dauber, op, cit., p, 291,
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instruction.^
Prior to 1893 the college had operated as an annex to
Shaw University in Raleigh, North Carolina, In 1891 the citi¬
zens of Greensboro donated to the college 14 acres of land and
111,000, The General Assembly of North Carolina supplemented
this sum with an appropriation of |10,000, In the fall of
p
1893, the college opened in Greensboro,
The work of the college is divided into seven major
divisions or schools. These are the School of Agri¬
culture, the School of Education and General Studies,
the School of Engineering, the Technical Institu-te,
the Summer School, the Graduate School, and the School
of Nursing,5
The Ferdinand D. Bluford Library, a brick building of
non-symmetrlcal design with limestone trim, was completed in
the fall of 1954, It faces one of the main United States high¬
ways and is easily accessible from all parts of the campus.
The building is equipped with many modern facilities, including
elevators, electrically operated book lifts and pneumatic tubes
for the handling of books. In addition, the building houses
attractively furnished student and faculty lounges, an assembly
room, and exhibit rooms,^
According to information received from the cataloger,^
^Agricultural and Technical College. Greensboro,




^Personal Interview with Mr. Charles C. Dean,
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this l3 the second school term that the catalog department has
been a separate unit. Prior to the term of 1956-57, the cata-
loger worked at the circulation desk and persons from other
areas of the library assisted with the cataloging when they were
available. The catalog department is still in the process of
changing; consequently, many policies are in the formative
stage•
Because of an increased budget, there is a sizable back¬
log of books to be cataloged. In an attempt to alleviate this
problem, the emphasis is on simplified cataloging.
The library is now in the process of dividing its card
catalog, making one catalog a subject catalog and the other a
combined author and title catalog.
Over 55,000 volumes are housed in the library. When
the 1956-57 college catalog was compiled, the entire library
staff was comprised of 17 persona, including two receptionists,
two stenographers, and the secretary to the librarian. This is
the head librarian’s first year of employment at the college.
Figure 1 is an organizational chart of the library.
Location of the Catalog Department in
Relation to Other Departments
The catalog department of the Ferdinand D, Bluford Li¬
brary is located on the first floor of the library. Adjoining
the catalog department is a spacious delivery room. This
arrangement is made possible by using metal shelves that sepa¬
rate one large open area into two smaller areas, with one part
being used for cataloging and the other part being used for the
Fig. 1 - An organizational chart of the Ferdinand D. Bluford Library at
the Agricultural and Technical College.
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delivery of materials to and from the catalog department. From
any part of the library, the catalog department can be reached
by passing through the delivery room (see Figure 2),
An elevator and a book lift are in the delivery room.
The elevator goes up from the delivery room to the acquisitions
department; the book lift goes from the delivery room to the
circulation department with an opening near the circulation
desk, A stack level is adjacent to the delivery room which
is an asset in that it may be used for shelving backlogs and
current acquisitions when there is limited shelf space in the
catalog department.
The acquisition department is on the second floor of
the library adjacent to the librarian’s office. This depart¬
ment and the catalog department are under separate supervision.
Adjoining the acquisition department are the circula¬
tion and reference departments. There is no type of station¬
ery partition separating the area used for the circulation and
reference departments. The section of the area nearest the
acquisition department is used for circulation work and the
farthest section is used for reference work. In thisreference
area the entrance to the adjacent stack level is located (see
Figure 3),
Physical Facilities and Equipment
Judging from observation and the opinion of the cata-
loger, the physical facilities of the catalog department of
the Agricultural and Technical College are adequate. The walls
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Fig. 2 - Diagram of the location of the catalog department, delivery room,
stacks, elevator, and book lift on the first floor of the Ferdinand D. Bluford












Fig. 3 - Diagram of the location of the acquisitions, cir¬
culation, and reference departments, stacks, elevator, and book
lift on the second floor of the Ferdinand D. Bluford Library at
thb Agricultural and Technical College.
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are cream in color and the floors are covered with green tile.
Illumination is furnished by fluorescent lights. Metal shelves
are situated in the center of the room. Two tables and the
professional cataloger’s desk are near the entrance to the de¬
partment, The other desks are situated to the right of the
cataloger’s desk which is conveniently located for him to
examine printed cards and materials as they arrive in the de¬
partment, In addition, a work counter, with storage space
beneath and a sink, is located some distance from the entrance.
Staff Qualifications and Duties
The staff of the catalog department of the Agricultural
and Technical College includes two clerks, two sub-professional
workers, and one professional worker. The two clerks are seniors
at the college. One of the sub-professional workers has a
master’s degree in a subject other than library science and has
taken one course in library science. The other sub-professional
worker has a bachelor’s degree, A bachelor’s degree in Library
Science and a master’s degree in English are held by the one
professional worker.
Following are the duties of the professional worker*
establishing cataloging and classification policies, classi¬
fying, assigning subject headings, recataloging and reclassi¬
fying, revising cards, supervising the maintenance of the card
catalog, filing, establishing and supervising cataloging
records, and determining methods and routines in reference to
the processing of materials.
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The sub-professional workers’ duties consist of shelf
listing, maintaining the catalog by performing tasks that stu¬
dents are not considered qualified to perform, filing, re¬
vising cards, adding copies and new editions, cataloging fic¬
tion, and typing cards not available from the Library of Con¬
gress.
The duties of the clerical workers include taking
inventory, processing books, filing, maintaining the catalog,
assigning book numbers, recording withdrawals, changing call
numbers, and ordering Library of Congress cards.
Staff Manual
No staff manual has been compiled to govern the policies
and practices of the catalog department, but one is being pre¬
pared.
North Carolina College at Durham
History of the College and its Library
The North Carolina College at Durham is a state sup¬
ported liberal arts college which was chartered as a private
institution in 1909, It was founded by its late president. Dr,
James E, Shephard, The college was first known as the National
Religious Training School and Chautauqua, In 1915 it was sold
and reorganized as the National Training School,
The North Carolina General Assembly appropriated funds
for the purchase and maintenance of the school in 1923, thus
it became a state supported institution with the name Durham
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State Normal College, Two years later It was converted into
the North Carolina College for Negroes dedicated to the offer¬
ing of a liberal arts education and the preparation of teachers
and principals for secondary schools.
As a result of the action of the 1927 General Assembly,
a program of expansion was begun. In 1929 the first four-year
college class graduated. The college was renamed the North
Carolina College at Durham in 1947,^
The James E, Shepard Memorial Library building was opened
to the general public in November, 1951, Some noteworthy features
of the library are the general reading rooms, the browsing room,
the Treasure Room Collection of Negro life and culture, the micro¬
film reading room, student and faculty lounges, and typing areas.
More than 72,826 cataloged books and periodicals are housed in
the library,2
The 1956-57 college catalog indicates :that the library
staff Included 11 librarians and a secretary to the librarian.
The same person supervises the reference and circulation depart¬
ments, Figure 4 is an organizational chart of the library.
In addition to the main library, the college maintains
four other libraries; the School of Library Science Library
located on the third floor of the James E, Shepard Memorial Li¬
brary, the Law Library on the first floor of the Law School
^North Carolina College, Durham, North Carolina,
Catalog, 1956-57, pp, 20-21,
%bid,, p. 23,
Fig, 4 - An organizational chart of the James E. Shepard Memorial Library
at North Carolina College.
21
building, the Public Health Library in the Health Building,
and the Music and Fine Arts Library on the third floor of the
Music and Fine Arts Building,^
Location of the Catalog Department in
Relation to Other Departments
The catalog department of the James E. Shepard Memorial
Library is situated on the first floor above the ground floor
as are the circulation and reference departments (see Figure 5),
These two latter departments are located in the same room, with
the reference department occupying the part of the room farthest
from the door.
The card catalog is not housed in the same room with the
circulation desk, but is located in the corridor adjacent to the
circulation department. This separate housing of the card cata¬
log is advantageous in that any noise that may occur while the
cfitalogs are in use is somewhat removed from the reference de¬
partment •
Entrance to the circulation and reference departments
from the catalog department may be obtained by traversing a
narrow strip of stack area that separates the catalog depart¬
ment from the circulation and reference departments. The cir¬
culation desk is near the entrance to this adjacent stack area*
to the left of the circulation desk is a book lift. In the
stack area, at the left of the door to the catalog department
^Ibid., pp, 23-24,
Fig, 5 - Daigram of the location of the catalog department in the James E.
Sheppard Memorial Library at North Carolina College in relation-to the reference















is an elevatoi*. On the ground floor the elevator opens into
the delivery area near the acquisitions department* The
acquisitions and the catalog departments are under the super¬
vision of the head of technical processes. The head of
technical processes is one of the professional workers in the
catalog department who, in addition to cataloging, coor¬
dinates all processing.
Physical Facilities
The size of the catalog department is spacious enough
to permit the unhampered movement of workers and book trucks.
In addition, the cataloger^ whom the author interviewed in¬
dicated that the physical facilities are aatisfacotry. The
floors have a tile covering and fluorescent lights are used.
Unlike the Agricultural and Technical College and Winston-
Salem Teachers College, the part of the North Carolina College
catalog department in which the mechanical preparation of .i
materials takes place is housed separately from the part in
which catalog cards are typed.
The workroom houses the sink and storage space. The
equipment in the area used for typing cards includes two
large and one small desk, three work tables, typewriters, and
sufficient shelves.
Staff Ijuallficatlons and Duties
The clerical staff consists of four student assistants--
^Personal interview with Mrs. Edna Lambert,
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two freshmen, one sophomore, and one junior all of whom are
assigned on the basis of financial need. There is one sub¬
professional worker and two professional workers.
The sub-professional worker has no professional li¬
brary training. One of the professional workers haa a
bachelor’s degree in library service and the other has a
master's degree in library service,
ljuite varied are the duties of the two professional
workers, ranging from the checking in of new materials for
all departments of the college to the checking in of all
materials returned from the bindery. In addition and inore
specifically, they catalog materials for the main library and
the Music and Fine Arts Library; recatalog and reclassify; file
in the public catalog; prepare materials for the bindery; and
supervise the taking of inventory. The professional workers
are also responsible for maintaining an author catalog for
books by and about Negroes cataloged by the Library of Con¬
gress, The library places a standing order with the Library
of Congress for these author cards. This bibliography of books
by and about Negroes maintained in the catalog department has
no connection with books in the James E, Shepard Memorial Li¬
brary, It is consulted in book selection. The library does
not separate its books by and about the Negro from other books
in the collection.
The one sub-professional worker types, files in the
public catalog, searches for Library of Congress card numbers,
and classifies fiction.
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The four student clerical workers emboss Identification
data and paste labels in books, accession materials, assist
with the ordering of Library of Congress cards, file in the in-
process file, match printed cards with books and other materials,
arrange cards to be filed in the public catalog, type, and pull
cards for lost books from the public catalog.
Staff Manual
The catalog department of North Carolina College main¬
tains a decisions file for recording its policies until they
become definitely established or accepted, then they are in¬
cluded in the department’s ’’Typing Manual,”^ This ’’Typing
Manual” is up-to-date and very detailed with most of the in¬
formation accompanied by examples.
Following is an outline of the contents of the manual:
I. TYPED CARDS
A. Weight of cards (to be used for typing various
types of materials for various departments)
Skeleton card showing location of different
items on a catalog card (i.e. call no,,
author, title, edition, imprint, colla¬
tion, series note, notes, tracing)
Temporary card






^James E, Shepard Memorial Library, ’’Typing Manual”








(Diagram showing location of above on a
Library of Congress card)
Title as official entry (example)
Shelf list Information (example)
C. Spacing
D. Punctuation
E. Extension card (example)





E. Joint Author Card
P, Other Added Entries
G. Shelf list card
H. Supplements, Indexes, Workbooks, Manuals,
etc. appended to unit catalog cards
I. Browsing Room Books (regular book card,
special book card and additional shelf list)
J. Fine Arts Books (Full set of cards for Fine
Arts Library, 3 additional cards for J. E.
Shepard Memorial Library* author, title, shelf-
list)
K. Theses (written at North Carolina College) 5
unit cards with shelf list information on 2
L. Reference Books
M. North Carolina Textbooks
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B. Cross Reference Cards
Name cross references
Subject cross references - SEE reference
Subject cross reference - SEE AKSI reference
C. Library has card
IV. BOOK CARD AND POCKET
A. Book card (examples for the types of cards
used In various departments)
GEl^RAL INFORMATION
ABBREVIATIONS
Abbreviations used In headings
Shelf list abbreviations
ALTERATIONS ON CATALOG CARDS - when alterations
are noted on process slip, erase Incorrect
Information on all cards and type correc¬
tions.
OMISSIONS - Do not type on card Information
circled with pencil, but leave sufficient
space so that It may be added In pencil
by reviser.
Winston-Salem Teachers College
History of the College and Its Library
The Winston-Salem Teachers College Is a state supported
Institution for the preparation of teachers, principals, and
supervisors for the public schools of North Carolina and for
the training of nurses. The college was founded as the Slater
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Industrial Academy on September 28, 1892 by Dr, Simon Green
Atkins, father of the present president,^
In 1897, it was chartered by the state of North Caro¬
lina as the Slater Industrial and State Normal School, In
1925, the North Carolina General Assembly granted the school
a new charter which extended its curriculum to four years above
high school, empowered it with authority to confer appropriate
degrees, and changed its name to Winston-Salem Teachers College,
As a result of the action of the North Carolina General Assembly
of 1953, the Winston-Salem Teachers College Nursing School
was established.
The college library, which contains over 33,000 volumes,
is located on the second floor of the Blair Administration
Building. The entire library staff is comprised of the head
librarian, one other full-time professional librarian, and
several student assistants. Figure 6 is an organizational chart
of the library.
Location of the Catalog Department in
Relation to Other Departments
The catalog department of the Winston-Salem Teachers
College is near the reference and circulation departments (see
Figure 7), A hall, which terminates at the entrance of the
reference department and near the circulation and catalog de¬
partments, separates the two latter departments.
The delivery room is in the basement. An elevator is
^Winston-Salem Teachers College Bulletin, Elementary
Teaching as a Career, Winston-Salem, North Carolina n,d,.
Fig, 6 - An organizational chart of the Winston-Salem Teachers College Library.
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Fig. 7 - Diagram of the location of the catalog department at the
Winston-Salem Teachers College Library in relation to the reference and










located about 15 feet from the catalog department in the
stacks. Materials are conveyed from the delivery room to
the stacks on this elevator. From the stacks materials are
then taken to the catalog department by student assistants.
The author was not successful in securing the dimen¬
sions of any areas of the Winston-Salem Teachers College Li¬
brary. Because of the nxjmber of years that have elapsed since
the building was constructed, no blueprint v/as available; and
the measuring of areas was not considered feasible.
Physical Facilities
The physical facilities of the catalog department are
adequate to accommodate acquisitions. The department has
tile flooring, two sinks, two desks, two typev/riters, tables,
and sufficient book shelves.
Staff Qualifications and Duties
The catalog department clerical staff is comprised of
several students. The library employs no sub-professional
workers; the head librarian and the other professional libra¬
rian share the professional duties of the department. Both
of the professional workers have master’s degrees in library
service•
The librarian catalogs, recatalogs, reclassifies, and
assists v/i th other professional duties. The other professional
librarian catalogs, orders Library of Congress cards, has
charge of the vertical file, and is responsible for the card
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catalog of the nursing department. In addition, she has
charge of circulation.
The responslhllity for the reference and catalog
departments has not been relegated to any specific person.
The two librarians devote no set number of hours per day or
week to cataloging. Such factors as a sufficient number of
student assistants and a decrease in the number of patrons
to be served determine the number of hours that can be devoted
to cataloging.
One student assistant performs such miscellaneous tasks
as typing book orders, typing catalog cards, typing subject
headings and call numbers on Library of Congress cards, cutting
stencils, and assisting with the maintenance of the card cata¬
log for the nursing department, A responsible trained student
locates cutter numbers and files. The other student assist¬
ants emboss, paste labels in materials, and mark them.
Staff Manual
The Winston-Salem Teachers College Library does not
maintdin a separate staff manual for the catalog department,
but the general staff manual contains a two-page section per¬
taining to it. On these two pages are listed the duties per¬
formed in the catalog department. The duties to be performed
by the professional librarians are listed first followed by a
list of duties performed by the non-professional assistants.
CHAPTER III
ANALYSIS OF DATA PERTAINING TO
CATALOGING PRACTICES
Acoesalonlng
Books are accessioned in the acquisition department
at both the Agricultural and Technical College and North
Carolina College, The acquisition and catalog departments are
under separate supervision at the Agricultural and Technical
College, but they are under the supervision of the same person
at North Carolina College, Books are not accessioned at
Winston-Salem Teachers College, but a dally mumerical record
is kept of books received. Students assist with accessioning
in the two libraries which still accession their books,
Cataloger*s Tools
Sources for Verifying Authors' Names and Dates
According to information received during the author’s
interview with Mr. Dean, the cataloger at the Agricultural and
Technical College, the Cumulative Book Index,^ The National
Union Catalog,^ (formerly The Library of Congress Catalog) and
^The Cumulative Book Index; world list of books in
the English iLanguage (New York: H. W, Wilson Co,, 1898- ),
^Library of Congress, The National Union Catalog; a
Cumulative Author List (Washington: Library of CongresaJ 1956-
33
34
the Book Review Digest^ are the three sources usually consulted
first for verification of titles and authors* names and dates.
The National Union Catalog is the only source consulted at
North Carolina College if the desired information is found in
it. When this catalog does not contain the desired informa¬
tion, the next three most likely sources are then consulted.
At Winston-Salem Teachers College the Cumulative Book Index,
Book Review Digest and encyclopedias are the three sources
searched first for verification of titles, and authors’
names and dates,
A, L, A, Cataloging Rules for Author and Title Entries,^
Rules for Descriptive Cataloging in the Library of Congress,^
Library of Congress Subject Headings,^ the 14th® and 15'th4-.edi-
tions of the Dewey Decimal Classification, and the Cutter-
^Book Review Digest (New York: H, W. Wnaon Co,, 1905- ),
division of Cataloging and Classification of the Ameri¬
can Library Association, A» L, A, Cataloging Rules for Author
and Title Entries (Chicago: American Library Association, 1545),
^Library of Congress, Rules for Descriptive Cataloging
in the Library of Congress (Washington: The Library of Congress
Descriptive Cataloging Division, 1949),
^library of Congress, Subject Cataloging Division, Sub¬
ject Readies Used in the Dictionary Catalogs of the Library{6th ed,; Washington: Superintendent of Documents, 1948),
®Melvll Dewey, Decimal Classification and Relative In¬
dex (14th ed,; Essex County, New Y'or'k: T'orest' Press Inc',, 194iJ),
^Decimal Classification, Revised by Melvll Dewey (15th
ed,; New York: Forest Press, Inc., 1951),
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Sanborn Three-Figure Table^ are used by all three of the col¬
lege libraries. North Carolina college uses only the Library
of Congress Cubject Headings, but the Agricultural and Techni¬
cal college and Winston-Salem Teachers College select their
subject headings from Sears List of Subject Headings^ as well
as from the Library of Congress Subject Headings, Sometimes
Winston-Salem Teachers College also chooses subjects for
books from the vertical file subject headings. In addition
to using the Cutter-Sanborm Three-figure Table for choosing
author numbers. North Carolina College uses Bertha Barden’s
Book Numbers^ for authors who have special numbers in the
14th edition of Dewey, This college also used the Library of
Congress Catalog - Motion Pictures and Filmstrips,^
The A, L, A, Rules for Filing Catalog Cards5 governs
the filing of cards in the public catalogs of the three col¬
lege libraries discussed in this study.
^C harles C, Cutter, Alphabetic Order Table, altered
and fitted with three figures by hate lis, Sanborn (Buffalo; Li¬
brary Bureau Division, Remington Rand, Inc,),
^Bertha Margaret Frick, Sears List of Subject Headings
(6th ed,; New York* H. W, WllsornToTTT^S^^T^
^Bertha R, Barden, Book Niimberst a Manual for Students
(Chicago* American Library Association, 1^3'/),
"^Library of Congress, Library of Congress Catalog -
Motion Pictures and Filmstrips (V/ashlngton: Library of Con¬
gress, 1954f. JZ
^American Library Association, A, L« A, ^les for




The Agricultural and technical College, North Carolina
College, and Winston-Salem Teachers College use the unit card
system for all types of cards, but when a shelf list card has
to be typed North Carolina College Indicated that It omits
the notes.
All of the libraries simplify typed cards by omitting
certain Items, Some of the notes and some of the collation
Items usually found on printed cards are eliminated by the
Agricultural and Technical college. North Carolina College
eliminates the notation of an additional title page and the
number of copies printed, while Winston-Salem Teachers Col¬
lege eliminates contents notes and makes only a few analytics
when catalog cards must be typed.
Neither the Winston-Salem Teachers College nor the Agri¬
cultural and Technical College has a definitely established
policy concerning the kinds of notes that are to be put on
typed cards. Although Winston-Salem Teachers College has
no definite policy concerning the Inclusion of certain kinds
of notes on typed cards, classic fiction Is cataloged as
completely as possible when Library of Congress cards are not
available. The librarian Interviewed stated that all kinds
of notes are not recorded because of the type of college the
library serves and the Interest of the students. North
Carolina College has a definitely established policy govern¬
ing the kinds of notes to be recorded or omitted from typed
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cards. It was mentioned previously that the notation of an
additional title page and the number of copies of a book
printed are omitted; notes of works bound together, sequel
notes, dissertation notes, translation of notes, full-name
notes, and contents notes are recorded.
Printed Cards
All of the libraries under consideration purchase Li¬
brary of Congress cards when they are available. The Agri¬
cultural and Technical College and Winston-Salem Teachers
College have adopted a general policy of revising printed
cards as little as possible; the policy of North Carolina
College concerning this matter seems to be more clear-cut.
At this college Incorrect editions, imprints, and collations
are erased and the correct information is typed in. Notes
that are not applicable to a work are ruled through in pencil.
Any tracing not used is also ruled through. Additional trac-
Ingsuatich. as serii^s are typed in/land contents not available
in the library are ruled through. To supplement printed
cards. North Carolina College makes ”library has” cards for
aerials that are not complete at the time the cards are
ordered.
Added Entries
In response to the question, ”Doea the library have a
definite policy concerning the making of various kinds of
added entries,” the North Carolina College and the Agricultural
and Technical College libraries indicated that headings are
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usually typed for the entries found in the tracing of Library
of Congress printed cards. The Winston-Salem Teachers College
library indicated that entries are made for all headings sug¬
gested on Library of Congress printed cards but that not over
three added entries are made for typed cards.
None of the libraries indicated a preference for any
particular kind of added entries, but indicated that the kinds
most needed for a given work are the ones preferred. When a
aeries entry is deemed necessary. North Carolina uses the
shelf list card for the series entry and types a shelf list
card.
Added entry cards for joint authors and collaborators
were the two kinds specified as most likely to be omitted by
the Agricultural and Technical College; North Carolina Col¬
lege and Winston-Salem Teachers College did not specify any
particular kinds of added entries as most likely to be
omitted; however. North Carolina College pointed out that it
rarely omits those recommended by the Library of Congress and
that it inverts titles and uses more than one title card when
more than one is considered necessary, Winston-Salem Teachers
College's response to the question was that unnecessary added
entries are omitted.
Hoping to limit the number of analytic cards made.
North Carolina College depends to a considerable extent on
”content3 notes” and ”Library has” cards to indicate its
holdings. This effort to reduce the number of analytic
cards is further promoted by writing in the margins of the
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Eaaay and General Literature Index^and Granger*3 Index to
Poetry^ the call numbers of the Indexed books owned by the
library. Circulation personnel is responsible for bringing
these indexes to the attention of library users.
Neither of the other two college libraries uses this
method of recording call numbers in indexes and catalogs to
reduce the number of analytic cards made; both pointed out c
that some effort has been made by public service personnel to
encourage the use of Indexes although their catalog departments
have formulated no policies regarding using indexes and cata¬
logs in lieu of making largo quantities of analytic cards.
This practice of encouraging the use of indexes and
catalogs to discover the content of books in lieu of making
so many analytic cards saves the time that would be utilized
in typing analytics. It also prevents filling the card cata¬
log with information that can be located elsewhere since
these printed indexes and catalogs can be made to serve as
statements of the books in a library, the contents of the books
and their location. Likewise, this practice of writing call
numbers in the margins of indexes and catalogs beside titles
owned by the Library makes it unnecessary for patrons to use
time and effort consulting the catalog to learn whether or
not the library possesses a certain book indexed.
lEssay and General Literature Index, 1900-1955 (New
York; H, W, Wilson, 1954;,
^Edlth Granger, Index to Poetry and Recitations (3rd
ed,, rev, and enl.; New York; H, W, Wilson, 1934),
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Book Numbers
It has been previously stated that all three college
libraries use the Cutter-Sanborn Three-Figure Table^ as a
source for book numbers and that, in addition. North Carolina
College uses Bertha Barden’s Book Numbers^ for authors that
have special numbers in the fourteenth edition of Dewey
Barden’s ’’Scheme III” is used for foreign authors and ’’Scheme
IV” for English and American authors.
None of the libraries use more than the first letter
of the author’s surname with the author number. The Agri¬
cultural and Technical College and Winston-Salem Teachers
College libraries use all of the figures that the Cutter-
Sanborn Three-Figure Table gives for the author number,
while the North Carolina College library uses three figures
for names not previously cuttered and two figures for names
previously cuttered with only two figures.
Glassification of Biography and Fiction
The numbers from 920 to 929 are used by the three
college libraries for the classification of biography. The
only kind of classification mark used for popular fiction
by the Agricultural and Technical College library is the
first two letters of the author’s surname, but claasiO' or





The Guttering of popular fiction is being considered.
The policy of North Carolina College is to cutter
twentieth century fiction but not to classify it. Pre¬
twentieth century classics are classified with literature.
Classics are no longer classified with literature at
Winston-Salem Teachers College’s library. When two writers
of fiction, such as two Smiths, are given the same number in
the Cutter-Sanborn Three-Figure Table, an extra one or two is
added to the numbers to distinguish the authors. The nota¬
tion used by this library to designate fiction is different
from that used by either of the other two libraries. No class
number is used for any type of fiction, The call number con¬
sists solely of the initial letter of an author’s surname,
his Cutter number, and a nximber below, which is added as
books by the author are added to the library; thus, this
bottom number indicates the number of fiction titles the li¬
brary has by an author, the order in which the books were ac¬
quired, and also serves to distinguish books of fiction by the
same author. The following is an example of a catalog card
for fiction at Winston-Salem Teachers College*
B922 Buck, Pearl S,
1 Dragon seed. Place, Publisher,
Date,
Collation,
Cataloging for Departmental Libraries
There are no departmental libraries at the Agri¬
cultural and Technical College, but Winston-Salem Teachers
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College has one departmental library which was initiated for
the nursing education program. The catalog for this depart¬
mental library was being prepared at the time that data for
this study were being collected, A full set of cards la
being placed in the Nursing Library while only author and
title cards are being placed in the catalog of the main
library. Cataloging for both libraries is done centrally in
the main library.
As has been previously stated. North Carolina College
maintains four libraries iri addition to the main library. The
School of Library Science Library functions as a separate unit
apart from the James E, Shepard Memorial Library. Materials
in the Law School Library are cataloged by the Law School
librarian. At the present, materials in the Public Health
Library are not being cataloged. The main library catalogs
materials for the Fine Arts Library and sends a full set of
cards to the Fine Arts Library; three cards remain in the
main library, namely, an author card, a title or first sub¬
ject card, and a shelf list card. When both libraries have
a copy of the same book, full sets of cards are made for
each library and a notation is made on each set of the lo¬
cation of the additional copy.
In addition to the above stated policies. North
Carolina College has adopted the following policies for
cataloging materials for the Fine Arts Library*
1, Assign all materials the location symbol ”FA" •
2, Assign books and plays Dewey numbers.
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3, Choose author numbers from the Cutter-Sanborn
Three-Figure Table.
4, Take work marks from initial letters of titles
other than articles,
5, Use the following symbols for certain music
materials; M-musical score. Ml-miniature score.
Mo-monumental works or oversized volumes.
6, Do not affix the above symbols to the classification
number of books on the theory and technique of music,
on the study and teaching of music, or that include
music examples in their content; these symbols are
affixed to the classification numbers of scores,
collected scores, and song books,
7, Assign works of individual artists classification
numbers according to the author's nationality or
place in which he lived; for example, works of
George Cross iShould be given the Dewey number
759,3 for Germany and not 759,13 for the United
States,
8, Assign classification numbers from the 750 scheme
for biographies of artists when a large number of
reproductions,^drawings, etc. are Included; place
other biographies in the 920 scheme,
9, Use the main entry for author numbers for biogra¬
phies placed in the 750 scheme; use the last name
of the biographee to derive author numbers for
works placed in the 920 scheme,1
Cataloging of Non-book Materials
Newspapers
Paper editions of newspapers are not kept at the
Winston-Salem Teachers College Library and microfilm copies
are not secured; therefore, no newspaper collection exists
to be cataloged. The Agricultural and Technical College
Ijames E. Shepard Memorial Library, op, cit.
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library does not catalog newspapers. The newspapers main¬
tained by the North Carolina College library are on micro¬
film and they are cataloged. The titles of these newspapers
together with the symbols used to designate them are j the
Chicago Defender, CF; Journal and Guide, JG; Pittsburg
Courier, PC; and The New York Times, NY, Each series begins
with the number 100, Following is an example of a call num¬




Periodicals are handled by the periodicals librarian
at the Agricultural and Technical College. They are arranged
on the shelves alphabetically by title in the periodicals
room. To serve as a guide to the library’s holdings, alpha¬
betical records of bound and unbound periodicals are main¬
tained for public use, but cards for them are entered in the
public catalog. Likewise, Winston-Salem Teachers College
does not enter its periodicals in the public catalog; but they
are classified, cuttered, and provided with shelf list cards.
The catalog department maintains a separate shelf list for
periodicals. There is no public record maintained of bound
periodicals, but the shelf list may be consulted upon re¬
quest, Periodicals are completely cataloged at North Carolina
College,
Documents
Government documents are cataloged by the documents
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librarian at the Agricultural and Technical College, and
cards for them are filed in the documents department cata¬
log, They are classified according to the Superintendent of
Documents system. At North Carolina College government docu¬
ments are cataloged by the catalog department and cards for
them are entered in the public catalog. They are classified
according to the Decimal Classification scheme. Those that
are not cataloged are arranged chronologically and numerically
with no notation, Winston-Salem Teachers College catalogs only
important documents. They are classified according to Dewey
and the cards are entered in the public catalog.
Microfilm, Films, and Film Strips
Periodicals are the only type of material the Agri¬
cultural and Technical College has on microfilm at the present.
These microfilmed periodicals are not cataloged but are arranged
chronologically according to dates of publication. Microfilms
are cataloged at North Carolina College and Library of Congress
cards are obtained when they are available, Winston-Salem
Teachers College has no microfilms.
None of the three college libraries catalog films or
film strips since these materials are organized and handled
by a department other than the library.
Music
Phono-records are handled by the audio-visual depart¬
ment at the Agricultural and Technical College; they are cata¬
loged by the main library at North Carolina College, There
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are none In the Winston-Salem Teachers College Library#
The Agricultural and Technical College library does
not catalog its musical scores; Winston-Salem Teachers College
Library has none.
According to the "Typing Manual” for the catalog de¬
partment at the North Carolina College library, the following
policies are a guide to the cataloging of musical scores and
operas. The first three policies apply to musical scores and
the fourth to operas;
1, Classify by Dewey,
2, Assign author numbers for books as a rule,
3, Assign letters from the Chicago Public Library
scheme for opus numbers; if opus numbers are
not given, use the Initial letter in the first
word of the title that is not an article.
4, Classification numbers for operas (scores and
librettos) are determined by the language in which
the operas were written or first appeared,^
Prints, Pictures, and Pamphlets
Prints, pictures, and pamphlets are treated as
vertical file material at Winston-Salem Teachers College
Library, with a limited number of subject headings being
used; namely, biography, history, nature, geography, and
Bible, To facilitate the locating of these materials, they
are assigned numbers according to the date of receipt; but
they are not actually cataloged.
The Agricultural and Technical College indicated
^Ibld,
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that prints and pictures are rarely used and that the few the
library has are not cataloged. The pamphlets are kept in the
vertical file, but they are not handled by the catalog depart¬
ment •
The North Carolina College library's acquisition de¬
partment checks in prints and pictures, but they are usually
kept in the departments of the people ordering them. Pam¬
phlets are treated as books when they are important enough
to be cataloged; otherwise, they are treated as vertical file
material.
Maps
Neither the Agricultural and Technical College nor
Winston-Salem Teachers College catalogs maps. According to
the "Typing Manual," North Carolina College has supplemented
the Library of Congress printed rules for cataloging maps as
follows{
1, Catalog with series if possible,
2, Classify as reference materials, using the Dewey
number 912,
3, Use broad subject headings,
4, Count each series as a title, each map as a volume,
5, Use "DG" as the author number for Denoyer-Geppert
series,1
A sample catalog entry for maps reads*
R912
DG Denoyer-Geppert Company,




col. maps, 81 x 111. fold, to
28 X 24 cm. (Denoyer-Geppert Historical
Wall maps series. Al-A48>
Each map attached to hound cover.
1. U. S. - Historical geography -
Maps, 2, U, S, - Politics and govern¬
ment - Maps, I. Hart, Albert Bushnell,
1854-1943, II. Bolton, Herbert Eugene,
1870-
Recataloging and Reclassifying
Reasons for Recataloging and Reclassifying
Libraries recatalog and reclassify for various reasons.
The three librarians Interviewed were asked to state the rea¬
sons for which their libraries recataloged and reclassif-ied.
The Agricultural and Technical College library has reclassi¬
fied to improve classification placement and to replace num¬
bers that are too broad with more specific ones. The symbol
”Nu” has been removed from books that were used in the nursery
because they are now part of the regular collection, A staff
personnel shortage has prevented more complete recataloging
and reclassifying.
The North Carolina College library has undertaken re-
cataloging and reclassifying because previous cataloging was
too simple and classification too broad. It has also under¬
taken these activities to correct errors discovered during
the taking of inventory and at other times. Authors* works
have been reclassified in order to give them special numbers
in Dewey,
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Recataloging and reclassifying Have been undertaken
at Winston-Salem Teachers College to improve classification
or to classify materials where they will be more useful to
library users* Reclassifying has also been necessary to
make the classification of books on the same subject consis¬
tent and to assign broader numbers.
No definite time has been designated at the Agri¬
cultural and Technical College library for recataloging and
reclassifying materials, but these two processes are under¬
taken when the need is discovered. The one professional
cataloger does the recataloging and reclassifying; no extra
persona are employed for this purpose.
The North Carolina College library recatalogs and
reclassifies class by class following inventory; otherwise,
flaws are corrected as they are discovered. Books returning
from the bindery are recataloged and reclassified before
being shelved. No extra persona are employed for the
specific purpose of recataloging and reclassifying but,
in the summer, extra persons are employed to perform any
needed tasks. The professional workers recatalog and re¬
classify materials.
The Winston-Salem Teachers Library has no set time to
recatalog and reclassify materials; these tasks are performed
by the head librarian when a need is discovered. No extra
persons are employed to perform these tasks.
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Files and Records Maintained by
the Catalog PepartmenTi
Because of the human mind's limited capacity to re¬
member, the maintenance of some type of record of the catalog
department's activities Is essential to the efficiency of the
department. The catalog department of the Agricultural and
Technical College uses The National Union Catalog^ In lieu of
an author authority file. The subject headings used are
checked In Sears List of Sub,1ect Headings^ and Library of Con¬
gress Subject Headings^ In lieu of maintaining a subject au¬
thority file; additional subjects are Inserted Indbhe printed
lists of subject headings. The outstanding order file and
the orders In file are kept In the acquisitions department.
No *ln process” file exists; one Is not considered necessary
because books In the process of being cataloged are arranged
on the shelves In alphabetical order, so one can tell rather
easily what la being cataloged, A record of audio-visual
materials Is maintained. In addition, a record la kept of the
number of books cataloged by class, and one Is kept of the n\im-
ber of cards typed and filed.
The North Carolina College library catalog department
also uses The National Union Catalog In lieu of maintaining
^Library of Congress, National Union Catalog, op, clt,
^Frlck, op, clt.
^Library of Congress, Subject Cataloging Division,
Subject Headings op, clt.
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an author authority file, and it also checks used subject
headings and Inserts additions In the Library of Congress
Subject Headings in lieu of maintaining a subject authority
file. The outstanding order file is in the acquisition depart¬
ment. No file is designated as an orders in file. An'^n
process" file is maintained in the acquisitions department for
books awaiting Library of Congress cards, and one la maintained
in the catalog department for books being cataloged, A peri¬
odicals authority file is kept for those periodicals not
found in The National Union Catalog, and a continuations file
is used to indicate whether or not the same number is given
to all parts of a publication or if they are cataloged
separately, A series authority file exists, but cards are not
usually made for publishers series. Cards for lost books are
placed in a lost books file until the books are found; then
the cards are returned to the card catalog. Until policies
become established, they are kept in a decisions file to
await inclusion in the staff manual. As the author has pre¬
viously mentioned, an author card file is maintained for books
by and about Negroes as an aid in book selection, A statistical
record la kept of the materials received and the number cata¬
loged by class and type.
The Winston-Salem Teachers College Library catalog de¬
partment maintains an author authority file on cards but it
uses the Sears List of Subject Headings and the Library of
Congress Subject Headings as a subject authority file. The
department maintains in addition a "request" file, an "out¬
standing order" file, an "orders in" file, a "continuations"
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file, a "card to be typed" file, a "books without catalog card"
file for books awaiting Library of Congress cards. When the
Library of Congress cards arrive, the cards from this file
are used as shelf list cards. Cards remain in the "orders in"
file until materials are cataloged; an "in process" file is
not deemed necessary because the books being cataloged are
arranged in alphabetical order on the shelves. Also a "card
to be filed" file and a "bound periodicals" file are maintained.
Lastly, a daily statistical record of the number of books cata¬
loged by class is maintained.
Filing in the Public Catalog
The author stated earlier in the paper that the A, L,. .
A, Rules for Filing Catalog Cards^ governs the filing of cards
in the public catalogs of the college libraries discussed in
this study. Cards are filed weekly at the Agricultural and
Technical College and filing is revised by the professional
cataloger.
At the North Carolina College library three persons
file cards once a week for three hours. The head of tech¬
nical processes revises cards filed by new workers. After
these new employees become efficient filers, cards are no
longer revised because only sub-professional and professional
workers file cards.
No definite time has been designated for the filing
^American Library Association, A, L, A* Rules
op, cit.
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of cards at the Winston-Salem Teachers College Library.




The author has endeavored to record the practices
employed in cataloging book and non-book materials in three
state colleges in North Carolina, The data for this study
were collected by interviewing a cataloger at two of the col¬
leges and the head librarian at the third college. Staff
manuals were consulted at the two colleges which have them.
Criteria have been presented for evaluating the li¬
brarian on the following points* (1) location of the catalog
department in relation to other departments; (2) physical
facilities and equipment; (3) staff qualifications and duties;
and (4) staff manuals.
Because of their proximity to the circulation depart¬
ment, the reference department, and the stacks, the catalog
departments of North Carolina College and Winston-Salem
Teachers College are more conveniently located than ia the
catalog department of the Agricultural and Technical College ,
The acquisit ion'departments of the Agricultural and Technical
College and North Carolina College are not located on the
same floor with the catalog department; Winston-Salem Teachers
College has no separate acquisition department.
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The physical facilities and equipment for the catalog
departments of the three college libraries are adequate.
The catalog departments of all three college libraries
employ student assistants. There are two sub-professional
workers in the Agricultural and Technical College catalog de¬
partment; one is employed at North Carolina College, Winston-
Salem Teachers College employs no sub-professional worker in
its catalog department. There is at least one professional
librarian employed in the catalog departments of the three
colleges. The Agricultural and Technical College employs
one professional librarian for cataloging purposes; North
Carolina College employs two professional librarians in its
catalog department. The total number of professional li¬
brarians employed at Winston-Salem Teachers College is two
and both share the responsibility of cataloging.
One of the sub-professional workers in the catalog
department of the Agricultural and Technical College has a
master’s degree in a subject other than library service and
has taken one course in library service; the other sub-pro¬
fessional worker has a bachelor’s degree. The one professional
worker holds a master’s degree in English and a bachelor of
library service degree. The sub-professional worker employed
in the catalog department of the North Carolina College li¬
brary has had no courses in library service. One of the pro¬
fessional workers has a bachelor’s degree in library service
and the other has a master’s degree in library service. Both
of the professional workers employed in the catalog department
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of the Winston-Salem Teachers College Library hold a master’s
degree In library service.
Cataloging, recataloging, and reclassifying were the
only duties mentioned by all three persons interviewed as
being performed by the professional workers in their libra¬
ries, There may be other duties which are performed by pro¬
fessional workers in all three college libraries but which
were not mentioned by the persons interviewed. The cataloger
at the Agricultural and Technical college was the only person
who mentioned recataloging and reclassifying as a duty of the
professional worker, but the other two persons interviewed in¬
dicated this fact by their response to the question "who re¬
classifies and recatalogs”? Following are various other duties
performed by the professional workers in the catalog department:
Establishing cataloging policies and practices, revising cards,
supervising the maintenance of the card catalog, filing,
establishing and supervising cataloging records, determining
methods and routines in referenee*tq the processing of
materials, preparing materials for the bindery and checking
them in when they return, maintaining an author catalog for
books by and about the Negro to be used in book selection,
and ordering of Library of Congress cards. The Winston-Salem
Teachers College Library is the only one of the three college
libraries with the same professional workers serving in the
catalog, reference, and circulation departments. North Caro¬
lina College is the only one of the college libraries with a
head of technical processes.
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The sub-professional workers in both the Agricultural
and Technical College Library and the North Carolina College
library type and file in the public catalog. In addition, the
duties of the sub-professional workers at the Agricultural and
Technical College consist of shelf-listing, maintaining the
public catalog, revising printed cards, adding copies and new
editions, and cataloging fiction; the other duties of the aut)»
professional workers at North Carolina College are searching
for Library of Congress card numbers, and classifying fiction.
The two following tasks are the only ones that were
indicated as being performed by student assistants in all three
of the college libraries: (1) processing books and (2) assisting
with the maintaining of the public catalog, if only by per¬
forming :3uch tasks as pulling cards for lost books.
Following are the tasks performed by student assistants
at only two of the three college libraries: they accession
materials ahd assist with the ordering of Library of Congress
cards at the Agricultural and Technical College and North Caro¬
lina College, At the Agricultural and Technical College and
Winston-Salem Teachers College student assistants assign cut¬
ter numbers and file in the public catalog; they type at North
Carolina College and Winston-Salem Teachers College,
In addition, the following tasks were indicated as
being performed by student assistants in only one of the three
college libraries: at North Carolina College they match Libra¬
ry of Congress cards with books and other materials, file in
the "in process" file, and arrange cards to be filed in the
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public catalog; the. student assistants at the Agricultural
and Technical College change Call numbers on books, record
withdrawals, and take Inventory.
A staff manual is in the process of evolving at the
Agricultural and Technical library. The North Carolina Col¬
lege catalog department maintains an up-to-date, very detailed
Typing Manual, with most of the Information being accompanied
by examples. At the Winston-Salem Teachers College Library,
two pages of the general staff manual are devoted to the cata¬
log department. The information on these two pages consists of
an enumeration of the duties performed by the professional li¬
brarians followed by an enumeration of the duties performed by
the non-professional assistants.
Accessioning is done in the acquisitions departments
at the Agricultural and Technical College and North Carolina
College with the help of student assistants, Winston-Salem
Teachers College does not accession its materials.
The Cumulative Book Index, The National Union Catalog.
Book Review Digest and encyclopedias are used to verify authors
names and dates by at least one of the college libraries. All
of the college libraries use the A. L. A. Cataloging Rules for
Author and Title Entries, Rules for Descriptive Cataloging in
the Library of Congress, Library of Congress Subject Headings,
the 14th and 15th editions of the Dewey Decimal Classification,
and the Cutter-Sanborn Three-Figure Table. The Agricultural
and Technical College and Winston-Salem Teachers College also
use Sears List of Subject Headings. North Carolina College
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is the only one of the three colleges that uses Book Numbers
by Barden, the Chicago Public Library Scheme for opus num¬
bers and the Library of Congress Catalog, Motion Pictures
and Filmstrips,
All three college libraries use the unit card system
for all types of cards and simplify typed cards by omitting
certain Items, North Carolina College is the only one of the
three colleges that has a definitely established policy
governing the kinds of notes to be recorded on and omitted
from typed cards.
All of the libraries purchase Library of Congress
cards when they are available. The Agricultural and Technical
College and Winston-Salem Teachers College have adopted a
general policy of revising printed cards as little as pos¬
sible; tiie policy of North Carolina College seems to be more
specific as to what items should be altered.
North Carolina College and the Agricultural and
Technical College indicated that added entry cards are usually
typed for the entries found in the tracing of Library of Con¬
gress printed cards, Winston-Salem Teachers College indicated
that entries are made for all headings suggested by Library
of Congress printed cards.
None of the libraries indicated a preference for any
particular kind of added entries. Added entry cards for joint
authors and collaborators were the two kinds specified as most
likely to be omitted by the Agricultural and Technical College
North Carolina College and Winston-Salem Teachers College did
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not specify any particular kinds of added entries as most
likely to bo omitted.
North Carolina College is the only college that writes
in the margins of the Essay and General Literature Index and
Granger*s Index to Poetry the call numbers of the indexed
books owned by the library. This is done to reduce the number
of analytic cards needed.
None of the libraries use more than the first letter
of the author's surname with the author number. The Agri¬
cultural and technical College and Winston-Salem Teachers Col¬
lege use all the figures that the Cutter-Sanborn Three-Figure
Table gives while North Carolina College uses three figures
for names not previously outtered and two figures for names
previously cuttered with only two figures.
The numbers from 920 to 929 are used by th®^ three ?col-
lege libraries for the classification of biography.
The only kind of classification mark used for popular
fiction by the Agricultural and Technical College library is
the first two letters of the author’s surname; but classic
fiction is classified in the 800’s and cuttered.
The policy in the North Carolina College library is
to cutter twentieth century fiction but not to classify it.
Pre-twentieth century classics are classified with literature.
No class nixtnber is used for any type of fiction at
the Winston-Salem Teachers College Library, The call number
consists solely of the initial letter of an author’s surname,
his cutter number, and a number below which is added as books
by the author are added to the library.
61
There are no departmental libraries at the Agri¬
cultural and Technical College, but Winaton-Salem Teachers
College maintains one departmental library, the Nursing Li¬
brary, A full set of cards is placed in the Nursing Library
while only author and title cards are placed in the catalog
of the main library. Cataloging for both libraries is done
centrally in the main library.
North Carolina College maintains four libraries in
addition to the main library, but the main library only cata¬
logs materials for the Fine Arts Library, The catalog depart-
ment*s ''Typing Manual" includes the policies'established to
govern the cataloging of materials for the Fine Arts Library,
Winston-Salem Teachers College does not maintain a
newspaper collection; the Agricultural and Technical College
maintains a newspaper collection but does not catalog news¬
papers, The newspapers maintained by North Carolina College
are on microfilm.and they are cataloged.
Periodicals are handled by the periodicals librarian
at the Agricultural and Technical College, but no cards are •
placed in the public catalog for them. North Carolina College
catalogs its periodicals. At Winston-Salem Teachers College
periodicals are classified, cuttered, and provided with shelf
list cards, but they are not entered in the public catalog.
Generally, the Agricultural and Technical College and
North Carolina College catalog their documents; Winston-Salem
Teachers College only catalogs important documents. The
Agricultural and Technical College uses the Governments
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system for classifying its documents, and North Carolina Col¬
lege and Winston-Salem Teachers College use the Dewey Decimal
Classification system. The Agricultural and Technical Col¬
lege files its catalog cards in the documents department
catalog; North Carolina College and Winston-Salem Teachers
College file theirs in the main pihlic catalog.
Microfilms are not cataloged at the Agricultural and
Technical College, but they are cataloged at North Carolina
College, Wlnston^alem Teachers College has no microfilms.
None of the three college libraries catalog films or
filmstrips; these materials are organized and handled by a
department other than the library.
Phono-records are handled by the audio-visual depart¬
ment at the Agricultural and technical College; the Winston-
Salem Teachers College Library has no phono-records. At
North Carolina College phono-records are cataloged by the
main library.
Musical scores are not cataloged at the Agricultural
and Technical College and the Winston-Salem Teachers College
Library has none. The North Carolina College library catalogs
its musical scores and has established definite policies to
guide in the cataloging of them.
Neither of the college libraries catalogs prints and
pictures.. Pamphlets are treated as vertical file material
at the Agricultural and technical College and at Winston-Salem
Teachers College, When they are important enou^, pamphlets
are cataloged at North Carolina College; otherwise, they are
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treated as vertical file material.
The North Carolina College library is the only one
of the three college libraries that catalogs its maps and
special decisions have been formulated to supplement printed
rules for cataloging them.
The Agricultural and Technical College and Winston-
Salem Teachers College indicated that they have reclassified
to improve classification placement. North Carolina College
and the Agricultural and Technical College have reclassified
in order to replace broad numbers with more specific ones,
while Winston-Salem Teachers College is the only college that
indicated that it has reclassified to assign broader numbers.
Following are some other reasons presented for recataloglng
and reclassifying: (1) previous cataloging was too simple; (2)
in order to correct errors detected; (3) to assign authors
special Dewey numbers; and (4) to make the classification of
books on the same subject more consistent. The Agricultural
and Technical College has removed ”Nu” from books formerly
used in the nursery but which are now a part of the regular
Library collection.
Neither the Agricultural and Technical College nor
Winston-Salem Teachers College has a set time to recatalog
and reclassify; both perform these tasks when the need is
discovered. North Carolina College recatalogs and re¬
classifies by class following Inventory and also at any time
a flaw is detected.
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The professional workers recatalog and reclassify In
the three college libraries; the head librarian assumes this
responsibility at Winston-Salem Teachers College,
None of the libraries hire extra persons for the
purpose of recataloging and reclassifying.
Both the Agricultural and Technical College and North
Carolina College use the National Union Catalog In lieu of an
author authority file. Winston-Salem Teachers College main¬
tains an author authority file on cards.
All of the three colleges use their printed subject
heading lists as subject authority files by checking the
headings used and Inserting additional headings.
An ’'outstanding order" file and a record of the num¬
ber of books cataloged by class are maintained by the catalog
departments of the three college libraries; the Agricultural
and Technical College and North Carolina College did not.In¬
dicate whether or not figures are recorded dally for the num¬
ber of books cataloged.
North Carolina College Is the only college that maln?-
talns two "In process" files and no "orders In" file. The .
other two colleges do not consider the "In process" file
necessary since books in process arelarranged alphabetically
on the shelves.
The Agricultural and Technical College is the only
one of the three colleges that did not Indicate that It
maintains a "continuations" file.
Various other records are kept by the catalog departments
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of the college libraries. Not more than one catalog de¬
partment indicated that it maintains any of the following
types of files or records: request file, books without
catalog cards file, decisions file, cards to be typed file,
cards to be filed file, a record of the number of cards
typed and filed, aeries authority file, an author card file
for hooka by and about Negroes, a periodicals authority file
for periodicals not found in the National Union Catalog, a
bound periodicals file, a lost books file, and a record of
audio-visual materials.
The A, L, A, Rules for Filing Catalog Cards is used
by the three college libraries. The Agricultural and Tech¬
nical College files cards weekly; at North Carolina College
three persons file them once a week for three hours, Winston-
Salem Teachers College has designated no set time for filing
cards. Cards are revised by professional workers at the
three colleges.
Conclusions
In view of the preceding facta, the author offers the
following general conclusions in terminating this study: the
conditions under which cataloging is performed at the North
Carolina College library are more ideal than those at the
Agricultural and Technical College and Winston-Salem Teachers
College libraries, in terms of the number of professional
workers employed for the purpose of cataloging, the existence
of definite cataloging policies, and the inclusion of these
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policies In a staff manual. To alleyiate these undesirable
conditions, the author also offers the following suggestions
or conclusions:
1, If the catalog department of the Agricultural and
Technical College were located closer to the pub¬
lic catalog and the reference department, the
chances of eliminating wear and tear on the staff
members would be greater,
2, The Agricultural and Technical College needs
another professional cataloger,
3, The Agricultural and Technical College needs wither
a very detailed departmental staffinanual or suf¬
ficient apace should be alloted to the catalog
, department in the general staff manual. This is
necessary because the department has been a :
separate unit only two years and many policies
are evolving,
4, Because of the varied responsibilities of the two
professional librarians, additional professional
help is needed at the Winston-Salem Teachers
College in the area of public service or cata¬
loging,
5, The staff manual of the Winston-Salem Teachers
College Library would be more useful if it con¬
tained some explanation of routines and cata¬
loging practices,
6, The Agricultural and Technical College and Winston-
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Salem Teachers College may find it beneficial
to adopt the policy of writing, in the margins
of their indexes and catalogs, the call nmber
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